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Logging into the HHS Learning portal for the first time.

1. Inthe Web browser’s Address Bar, enter the following URL:
https://Ims.learning.hhs.gov

2. Click the Log On tab.
3. Please perform one of the following:
a. Ifyou know your LMS User Name/Employee ID, continue to Step 7.
b. If you do not know your LMS User Name/Employee ID, continue to Step 4.

4. Click the User Name Search link on the left side of the Log On page.
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‘four HHS Learning Portal User Mame is your Employee ID in the HHS Personnel System,
Te look up your User HamelEmployee 1D, please fill in all the fields below and click on Get Employes Number.

Firstnamae

Lastname
I apphcable, please add a spece and the sufix o the ond of the last name
&), you are Mobed Brown Jr, enter "Beoam Je° in ihe Lasinams held.)

Operating Division  Selectona
Last four digits of SSN

[ Gat Ernplongge Mumbar _] | Cancel

] Done Bl

5. To locate your User Name/Employee ID, perform the following:

In the Firstname field, enter your full first name.

In the Lastname field, enter your full last name.

c. From the Operating Division drop-down list of values, select the OpDiv by
which you are employed.

d. In the Last four digits of SSN field, enter the last four digits of your Social
Security Number.

e. Click Get Employee Number.

f. Please make a note of your employee number for future reference.
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Note: The User Name/Employee ID is typically three zeros followed by the last
five digits of your EHRP Employee ID

Results: Your User Name/Employee ID and associated account information
are displayed in a table. Be sure to remember your User

Name/Employee ID number!

2 http:/learning, hhs.gov/iEmployeeNumber1.asp - Microsoft Internet Explorer, |T||E|§|
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Firstname [Middle Initial Lasthame |Operating Division OrgCode User Name/Employee ID
A Doe PsC FEQ 1234567330

Jane

Click here to enter the Leaming Portal.

Click here to return to the HHS University home page.

‘ Internek

@ Done

IMPORTANT!
If you are unable to locate your User Name/Employee ID, please refer to the
following Frequently Asked Questions for additional information:

I’m an FTE but don’t seem to have an LMS ID.

6. Click the appropriate link to return to the HHS Learning Portal.
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7. Click the Log On tab.

U5, DEPARTMENT OF HEALTH & HUMAN SERVICES

;((’. H_Hﬁivers“y learning portal

(NI | Course Catalog | My Info | Career Center Resources | Help | Log On |

Log On | Welcome Account Request |

Welcome to the T Mg
HHS Learning Portal! #
&
Pleasze enter your User Mame and f;,'
Password below to access the web site. T
o

A ﬁ
P
Dan't know your User Mame? Click here for Q?""imgu

User Mame Search and Lad in Instructions.

3 Please Log On:

Llser Mame:

Fassword:

Turn on 508 Compliance?

Cives (& po

I forgot my password

8. In the User Name field, type your LMS User Name/Employee ID.

9. In the Password field, type the default password: dhhs

Note: Passwords are case sensitive.
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10. Click Log On >>,

(i Please Log On:

Lser Mame: 1234567890

Password: eses

Turn on 508 Compliance?

Cives (®)ho

I forgot my password

IMPORTANT!

If your default password does not allow you to gain access to the HHS Learning
Portal, please refer to the following Frequently Asked Questions for additional
information:

e [ requested a password reset but have not received an email.
e How can I clear the cache on my PC if I’'m still unable to login?
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11. Once the HHS Learning Portal verifies your credentials, the Rules of Behavior
pop-up displays.

3 Rules of Business - Microsoft Internet Explorer,

Rules of Behavior
T understand that, when using the Learning Portal, T am personally accountable for my actions and that T must:

Protect data in accordance with the Prvacy Act of 1974,

Protect zensitive mformation from disclosure to unautherized mdmnduals or groups;

Acguire and use sensitive information only i accordance with the performance of my official government duties;

Agency point-of-contact must protect information securtty by properly identifying Agency employees eligible as users of

the Learning Portal;

Dizpose of sensitive nformation contained m hardcopy or softcopy, as approprate;

Ensure that sensitive information 15 accurate and relevant for the purpoze which it 12 collected, prowided, and used,

Protect my access codes from disclosure;

Eeport security incidents and wulnerabilities to HHS Tniversity;

Cotnply with the prowisions of copyrighted software by not infringing upon of comprotmising (copy, distribute,

maripulate, etc.) software of this system.

10, Ensure all changes to Learning Portal System components and data are done wia approved configuration control
procedures;

11. Tse government equipment in accordance with my site'sfAgency's policies and procedures;

Fol o=

M0a -l ThoLh

T understand that all condibions and obligations imposed upon me by these rules apply during the tume I am granted access to
thiz system regardless of location.

T understand that HHZ University reserves the right, to terminate or suspend my access and use of the Learning Portal, without
notice, if there is a wolation of these Rules of Behavior,

Click the Accept button to accept these Eules of Behawior. Chck the Cancel button if you do not accept the Rules of Behawor
Tou will not be logged mto the Learming Portal unless the Rules of Behawior are accepted.

[ Accept ] [ Cancel ]

ﬁj Done 4 Internet

IMPORTANT!
If the Rules of Behavior pop-up does not appear, please refer to the following
Frequently Asked Questions for additional information:

e [ entered my username and password but nothing happened.
e [ closed the Rules of Behavior but still cannot get into the Learning Portal.
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12. Review the rules and then click Accept at the bottom of the Rules of Behavior

Results: A Please Enter the Following dialog box displays, prompting you to
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pop-up.
provide additional information.
Please Enter the Following:
Email Address:
[+ ey
Fassword:
Canfirm:
Back

13. In the Email Address field, enter your work email address.

14. In the New Password field, enter a new password.
15. In the Confirm field, retype the password you entered in Step 14.

NOTE:
Select a password that:
e [s easy to remember
e [satleast 8 characters in length, maximum
of 64 characters
e Contains at least 1 lowercase alpha, 1
numeric, and 1 special character

For example: password5&

16. Click Log On >>,
17. You are now ready to access HHS Learning Portal student features
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